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	Do I need to save multiple copies of each document ‘version’ that I want to keep?
No. Objective handles document versioning internally so you do not need to save a separate document each time you create a new version.
Make your changes in the same document using the following steps:
1. Right click the document.
2. Select Edit New Version.
3. Make editing changes to the document.
4. Save changes, Close the document and click the Publish immediately checkbox.
5. Press the Release button at the prompt.

How can I check previous versions of the document?
You can view previous versions of the document from the Versions tab in the Properties window.
1. Right click the document.
2. Select Properties.  
3. Select the Versions tab.
In the Versions tab, only published versions will be displayed by default (if any). To review all versions (including drafts) select the Display Draft Version check box. Any document version can be viewed by double-clicking on it.
	[bookmark: _GoBack][image: ][image: ][image: ]



[image: ]
image3.tmp
@8 Training Review
5] Trning Review Fomn - verson 1
) Triing Review Forn -version 2

fAB2087




image1.tmp
8 Training Review
5] Traiing Review Fom

fA82087




image2.png
20(:2)

& Training Fev. T9/01/20.. 33 Curclea, Clude

<3 Training Revi... 10(#1)  19/01/20... & Curelea, Claude
gi=| v
] Display Draft Versions Create Rendiion





image4.png




image5.emf

